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	CO
	PM

	Estates Assistant
	W2
	· Responsible for routine property transactions and negotiations with supervision from Estates Officers
· Acts as the main point of contact with a range of people both internally and externally to answer property data queries, referring to more experienced colleagues if required 
· Maintains the Council’s property records databases and GIS layers 
· Plays a supporting role in improving the property records system
	Good general level of education including GCSE or equivalent in Maths and English

Willing to work towards business administration or more specific estate management related qualification
	0-2 years experience in similar role
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	Estates Assistant
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	As above plus, but with little or no supervision from Estates Officers, plus;
· Leading improvements to property records working practices, systems and databases in consultation with Estate Officers 
· Offering assistance and support to  other colleagues in using property records database and systems

	As above, but having attained
a relevant business or estate management related qualification
	2 + years experience in similar role

	2
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	2
	2
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